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Introduction 

This Step-by-Step Handbook describes the procedures that an LEA RMTS Coordinator will need to 

complete all required responsibilities related to ƳŀƴŀƎƛƴƎ ǘƘŜ [9!Ωǎ wa¢{ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ  ! Ŧǳƭƭ 

description of the Random Moment Time Study (RMTS) and its use in the School-Based Services 

reimbursement methodology, including details of all LEA requirements and the role of an RMTS 

Coordinator, can be found in the Virginia School-Based Services Random Moment Time Study 

Instruction Manual available on the DMAS School-Based Services website at 

https://www.dmas.virginia.gov/for-providers/school-based-services/.  RMTS Coordinators and 

ŀƴȅ ƻǘƘŜǊ [9! ǎǘŀŦŦ ǿƛǘƘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƳŀƴŀƎƛƴƎ ǘƘŜ [9!Ωǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ wa¢{ ǎƘƻǳƭŘ 

review and understand all program requirements listed in the Instruction Manual. This handbook 

is ƭƛƳƛǘŜŘ ƛƴ ǎŎƻǇŜ ǘƻ ǘƘŜ άƘƻǿ-ǘƻέ ǇǊƻŎŜŘǳǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƴŜŜŘŜŘ ŦƻǊ ǎǳŎŎŜǎǎŦǳƭƭȅ ƴŀǾƛƎŀǘƛƴƎ 

and using the RMTS System, hosted by UMass Chan Medical School on behalf of DMAS. 

Designating an RMTS Coordinator 

Only designated LEA staff will be provided with a User ID and login information to access the 

RMTS system and perform RMTS Coordinator duties on behalf of the LEA.  This access is granted 

based on proper completion of the School-Based Services Authorization of Designated LEA 

Contacts Form, available on the DMAS website at https://www.dmas.virginia.gov/for-

providers/school-based-services/. Properly completed and signed forms should be scanned and 

emailed to the UMass RMTS Help Desk at RMTSHelp@umassmed.edu.  

  

https://www.dmas.virginia.gov/for-providers/school-based-services/
https://www.dmas.virginia.gov/for-providers/school-based-services/
https://www.dmas.virginia.gov/for-providers/school-based-services/
mailto:RMTSHelp@umassmed.edu
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1. Participant Management: Overview and Purpose 

On a quarterly basis, prior to the start of the Random Moment Time Study (RMTS), each school 

division must update information in the RMTS system that will identify individuals who will be 

participating in the RMTS in the upcoming quarter. Part of this process is to identify a Work 

Schedule for each RMTS participant, and to configure the work schedules in the RMTS system. All 

RMTS participant information, including work schedules, must be completed in the RMTS system 

no later than the first Friday of the month preceding the start of each quarter. 

Time Study Quarter Deadline for Participant Lists 
and Work Schedules 

Q2:  October 1-December 31 First Friday of September 

Q3:  January 1-March 31 First Friday of December 

Q4:  April 1-June 30 First Friday of March 

 

  



Step-by-Step Handbook for RMTS Coordinators    l  Effective July 1, 2022 
 

 
 

 
 
 

3 

2. Logging on to the RMTS Administration System  

LEA RMTS Coordinators can log on to the RMTS Administration System with their User ID and 
password at the following website: 

https://cbe.chcf-umms.org/RMTSAdmin  

 

 

 

 

 

 

 

 

LŦ ȅƻǳ ŀǊŜ ƭƻƎƎŜŘ ƛƴǘƻ ǘƘŜ {ŎƘƻƻƭ .ŀǎŜŘ /ƭŀƛƳƛƴƎ ǎȅǎǘŜƳΣ ǎŜƭŜŎǘ Ψwa¢{ !ŘƳƛƴΩ ŦǊƻƳ ǘƘŜ ƭŜŦǘ-hand 
navigation menu to transfer to Participant Management. 

  

https://cbe.chcf-umms.org/RMTSAdmin
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3. Updating the Participant List 

Instructions about identifying LEA staff who should participant in RMTS can be found in 

the Virginia School-Based Services Random Moment Time Study Instruction Manual 

available on the DMAS School-Based Services website. Gather the following 

information about each staff member. 

¶ Employee ID: The employee ID should uniquely identify each staff member. It can 

be a real employee ID from your school division payroll/human resources 

information system, or you can choose to leave it blank and the RMTS system will 

randomly assign a unique ID number to each person. 

¶ Last Name: The last name of the staff member 

¶ First Name: The first name of the staff member 

¶ Email Address: The email address of the participant. This field is very important 

because all communication with the participants when they are randomly 

selected to respond to a moment are sent by email. 

¶ Job Pool: Identify the job pool that the participant will be part of. See Appendix 

C of the Virginia School-Based Services Random Moment Time Study Instruction 

Manual for additional details on job pools and their purpose, and which staff 

can be considered for each pool. 

¶ Job Description: 9ŀŎƘ ǇŀǊǘƛŎƛǇŀƴǘΩǎ wa¢{ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ Ƴǳǎǘ ōŜ ǎŜƭŜŎǘŜŘ ŦǊƻƳ 

the drop-down list provided. This may or may not exactly match their job title by 

which you refer to them at your school division. You will provide your school 

ŘƛǾƛǎƛƻƴΩǎ Ƨƻō ǘƛǘƭŜ ŦƻǊ ŜŀŎƘ ǇŀǊǘƛŎƛǇŀƴǘ ƛƴ ǘƘŜ ŦƛŜƭŘ ŎŀƭƭŜŘ Ψ!Ŏǘǳŀƭ Wƻō ¢ƛǘƭŜΦΩ 

¶ Job Type E or C: The designation E or C stands for Employee or Contractor. 

Contracted staff may only be included in the RMTS in the Administrative Only 

pool. If you have contracted staff who provide direct medical services to students, 

you will not include them in the RMTS. 

¶ Active Yes or No: This indicates whether the participant will be participating in the 

RMTS for the quarter. Participants who will not be participating should be marked 

ŀǎ ΨbƻΦΩ LŦ ŀƴȅ ƛƴŀŎǘƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘ ǊŜǘǳǊƴǎ ǘƻ ǿƻǊƪ ƻǊ ƻǘƘŜǊǿƛǎŜ ƴŜŜŘǎ ǘƻ ōŜƎƛƴ ǘƻ 

participate in RMTS at a later time, they can be re-activated. 

¶ Fed Fund %: 9ƴǘŜǊ ǘƘŜ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎŀƭŀǊȅ ǘƘŀǘ ƛǎ ŦǳƴŘŜŘ ōȅ 

Federal Grants, other than an IDEA grant (IDEA funding is identified separately) 

¶ State/Local %: Enter the percentaƎŜ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎŀƭŀǊȅ ǘƘŀǘ ƛǎ ŦǳƴŘŜŘ 

by State/Local revenue. 

¶ IDEA %: 9ƴǘŜǊ ǘƘŜ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎŀƭŀǊȅ ǘƘŀǘ ƛǎ ŦǳƴŘŜŘ ōȅ CŜŘŜǊŀƭ L59! 
Grants 

¶ Other Funding %: 9ƴǘŜǊ ǘƘŜ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎŀƭŀǊȅ ǘƘŀǘ ƛǎ 

funded by any other funding source not already listed. 
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Note: the sum of the 4 funding percentages should equal 100% 

¶ Other Funding (Specify): Enter a brief description of the funding source 

indicated in the Other Funding % column if applicable. 

¶ FTE: Full Time Equivalency. Most full-time staff are an FTE = 1. Part-time staff 

would have an FTE between 0 and 1 based on the number of hours that they work. 

¶ Work Schedule: Enter the name of the Work Schedule assigned to each 

participant. 

¶ Supervisor Email #1 - #3Υ !ŘŘ ǳǇ ǘƻ о ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ƻŦ ΨǎǳǇŜǊǾƛǎƻǊǎΩ ƻǊ 

individuals who will be responsible for following up with each participant to make 

sure all mƻƳŜƴǘǎ ŀǊŜ ŎƻƳǇƭŜǘŜŘΦ !ƴȅ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǇǊƻǾƛŘŜŘ ƘŜǊŜ ǿƛƭƭ ōŜ ŎŎΩŘ 

ƻƴ ΨƭŀǘŜΩ ǊŜƳƛƴŘŜǊ ƴƻǘƛŦƛŎŀǘƛƻƴǎ ƛŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘ Ŧŀƛƭǎ ǘƻ ǊŜǎǇƻƴŘ ǘƻ ŀƴȅ ŀǎǎƛƎƴŜŘ 

moments. 

¶ Actual Job Title: This is the job title used within your school division to refer to the 

position that each participant holds. 

¶ License Number: For any participants in either of the direct service pools where an 

active clinical license is required for the type of service that the participant 

provides, enter their license number in this field. 

¶ License Type: Enter the type of clinical license held by the participant.  

¶ License Expiration Date: 9ƴǘŜǊ ǘƘŜ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜ ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƭƛŎŜƴǎŜΦ 

¶ UMMS Comment: No Entry Required. This is a comment field that will be used by 

UMMS if any unusual licensing circumstances need to be noted. 

¶ SD Comment: This is a comment field for the School Division to enter any 

information needed about unusual licensing circumstances. 

¶ New Hire Date: Any time a new staff member is added to the RMTS, please 

provide their hire date in this field. For staff members who have been existing 

employees but are just joining the RMTS now due to a change of job position, 

enter the effective date that the participant became eligible to participate. 

The άMy Participantsέ page lists individuals from your School Division that you have named to 
participate in the RMTS. From this screen, you will be able to: 

¶ Add new participants 

¶ Update information about current participants who will be continuing to 

participate 

¶ De-activate staff members who will no longer be participating 

¶ Re-activate staff who participated in the past, but did not participate in the 

most recent RMTS quarter 

The system allows more than one way to complete most functions, including clicking on an 
action icon in the left-hand column of the participant grid, opening an online form by clicking on 
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the Employee ID, making changes directly in the participant grid, or importing and exporting the 
list as an Excel file. 

Confirm that you are Working in the Correct Quarter 

The RMTS System will default to displaying participant information related to the Next 

vǳŀǊǘŜǊΦ .ǳǘ ƛǘΩǎ ŀƭǿŀȅǎ ŀ ƎƻƻŘ ǇǊŀŎǘƛŎŜ ǘƻ ŘƻǳōƭŜ ŎƘŜŎƪ ǘƘŀǘ ǘƘŜ bŜȄǘ vǳŀǊǘŜǊ ƛǎ ŘƛǎǇƭŀȅŜŘ 

ƛƴ ǘƘŜ ΨvǳŀǊǘŜǊΩ ƴŀǾƛƎŀǘƛƻƴŀƭ ŦƛŜƭŘ ƴŜŀǊ ǘƘŜ ǘƻǇ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

 

 

 

 

 

 

DŜƴŜǊŀƭ LƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ¦ǎƛƴƎ ǘƘŜ Ψaȅ tŀǊǘƛŎƛǇŀƴǘǎΩ DǊƛŘ 

On the grid, you will notice that the first four columns will freeze as you scroll to the right, and 

filters at the top of every field will help you search for information as you type in the field. Find 

what works best for you. 

 

 

 

 

 

Maximize your screen to see as many fields as possible. Fields listed include: Employee ID, Last 
Name, First Name, Email Address, Job Pool, Job Description, Job Type (Employee or Contractor), 
Federally Funded %, State/Local %, IDEA %, Other Funding %, Other Funding. FTE, Work 
Schedule, Supervisor Email #1, Supervisor Email #2, Supervisor Email #3, Actual Job Title. 
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LŦ ȅƻǳ ƴŜŜŘ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ŀ ŘƛŦŦŜǊŜƴǘ ǉǳŀǊǘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ǉǳŀǊǘŜǊ ŦǊƻƳ ǘƘŜ ΨvǳŀǊǘŜǊΩ ŘǊƻǇ-down 
menu. 

 

 

 

 

 

 

  

Use the scroll bar to move left and right 

to see all the columns of information 
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Editing Information About a Participant 

There is more than one way to quickly and easily update information for a specific participant 
that is already on the participant list.  

¢ƘŜ ŦƛǊǎǘ ƻǇǘƛƻƴ ƛǎ ǘƻ ŜŘƛǘ ŘƛǊŜŎǘƭȅ ƻƴ ǘƘŜ ΨƎǊƛŘΩ ƻǊ ƭƛǎǘ ǾƛŜǿ ōȅ ƭƻŎŀǘƛƴƎ ȅƻǳǊ ǇŀǊǘƛŎipant (using the 
[ŀǎǘ bŀƳŜ ƻǊ 9ƳǇƭƻȅŜŜ L5 ŦƛƭǘŜǊ ƛŦ ƴŜŜŘŜŘύΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ΨǇŜƴŎƛƭΩ ƛŎƻƴ ƛƴ ǘƘŜ ŎƻƭǳƳƴ ǘƻ ǘƘŜ 
ƭŜŦǘ ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΥ 

 

 

 

Clicking the pencil opens up the information fields shown for that participant, making them 
editabƭŜ ŘƛǊŜŎǘƭȅ ƛƴ ǘƘŜ ƎǊƛŘ ƻǊ ƭƛǎǘ ǾƛŜǿΦ ¢ƘŜ ΨǘŀōΩ ƪŜȅ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ƳƻǾŜ ŦǊƻƳ ƻƴŜ ŦƛŜƭŘ ǘƻ ǘƘŜ 
next, or you can scroll over to see the information that you need to update and then click into 
the field to make a change. 

         Click the green check mark to save your changes. 

 

 

 

Alternatively, participant information can be updated by opening up ǘƘŜ Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘΩ ƻƴƭƛƴŜ 
form. Access this easily by clicking the Employee ID of the participant. 

 

 

 

aŀƪŜ ŀƴȅ ŘŜǎƛǊŜŘ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘέ ǇŀƎŜΥ 
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Inactivating a Participant 

If someone is no longer going to participate in the RMTS for the next quarter, or indefinitely, 
they can be marked as inactive. If someone leaves during the quarter, see the section on Change 
of Status (COS) requests. There is more than one way to inactivate a participant for the 
upcoming quarter.  

¢ƘŜ ŦƛǊǎǘ ƻǇǘƛƻƴ ƛǎ ǘƻ ŜŘƛǘ ŘƛǊŜŎǘƭȅ ƻƴ ǘƘŜ ΨƎǊƛŘΩ ƻǊ ƭƛǎǘ ǾƛŜǿ ōȅ ƭƻŎŀǘƛƴƎ ȅƻǳǊ ǇŀǊǘƛŎƛǇŀƴǘ όǳǎƛƴƎ ǘƘŜ 
Last Name or Employee ID ŦƛƭǘŜǊ ƛŦ ƴŜŜŘŜŘύΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ǊŜŘ Ψ·Ω ƛŎƻƴ ƛƴ ǘƘŜ ŎƻƭǳƳƴ ǘƻ ǘƘŜ 
ƭŜŦǘ ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

 

 

/ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŘŜŀŎǘƛǾŀǘƛƻƴ ƛƴ ǘƘŜ 
confirmation pop-up box. 
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Alternatively, the participant can be deactivated by opening up the Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘΩ ƻƴƭƛƴŜ ŦƻǊƳΦ 
Access this easily by clicking the Employee ID of the participant. 

 

 

 

hƴ ǘƘŜ Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘέ ǇŀƎŜΣ ǳǇŘŀǘŜ ǘƘŜ Ψ!ŎǘƛǾŜ ¸Ŝǎ ƻǊ bƻΩ ŦƛŜƭŘ ǘƻ ΨbƻΦΩ /ƭƛŎƪ Ψ{ŀǾŜΦΩ 

 

 

 

 

 

 

 

 

 

Re-activating a Returning Participant  

When a prior participant returns to the RMTS for the next quarter, you can reactivate their 
participant informationΦ ¢ƻ ƭƻŎŀǘŜ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŎƘŜŎƪ ōƻȄ ǘƻ ΨLƴŎƭǳŘŜ LƴŀŎǘƛǾŜ 
tŀǊǘƛŎƛǇŀƴǘǎΩ ƛƴ ǘƘŜ ƎǊƛŘ ƻǊ ƭƛǎǘ ǾƛŜǿΦ With that box checked, both active and inactive participants 
are displayed. ¦ǎŜ ǘƘŜ Ψ[ŀǎǘ bŀƳŜΩ ƻǊ Ψ9ƳǇƭƻȅŜŜ L5Ω ŦƛƭǘŜǊǎ ǘƻ ƭƻŎŀǘŜ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΦ 
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The green circular arrows icon (like a recycling symbol) are displayed in the left-hand column 
next to any inactive participants. Clicking this icon will reactivate the participant. 

/ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŘŜŀŎǘƛǾŀǘƛƻƴ ƛƴ ǘƘŜ 
confirmation pop-up box. 

 

 

Alternatively, the participant can be re-activated by opening up ǘƘŜ Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘΩ ƻƴƭƛƴŜ ŦƻǊƳΦ 
!ŎŎŜǎǎ ǘƘƛǎ Ŝŀǎƛƭȅ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ9ƳǇƭƻȅŜŜ L5Ω ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΦ 

 

 

 

hƴ ǘƘŜ Ψ9Řƛǘ tŀǊǘƛŎƛǇŀƴǘέ ǇŀƎŜΣ ǳǇŘŀǘŜ ǘƘŜ Ψ!ŎǘƛǾŜ ¸Ŝǎ ƻǊ bƻΩ ŦƛŜƭŘ ǘƻ Ψ¸ŜǎΦΩ /ƭƛŎƪ Ψ{ŀǾŜΦΩ 

 

 

 

 

 

 

Adding a New Participant  

To add a new ǎǘŀŦŦ ƳŜƳōŜǊ ǘƻ ǘƘŜ wa¢{ ǇŀǊǘƛŎƛǇŀƴǘ ƭƛǎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ bŜǿ tŀǊǘƛŎƛǇŀƴǘΩ ƭƛƴƪ 
above the participant list. 

 

 

/ƻƳǇƭŜǘŜ ǘƘŜ Ψ!ŘŘ tŀǊǘƛŎƛǇŀƴǘΩ ǇŀƎŜΣ ŎƻƳǇƭŜǘƛƴƎ ŀƭƭ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎΣ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΦΩ 
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Important Notes: 

¶ Required fields are marked with a red asterisk (*). 
¶ Be sure to complete the Additional Information Section as appropriate for new 

participants. 
o Ψ!Ŏǘǳŀƭ Wƻō ¢ƛǘƭŜΩ ŀƴŘ ΨbŜǿ IƛǊŜ 5ŀǘŜΩ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ōŜ ǇǊƻǾƛŘŜŘ ŦƻǊ ŀ ƴŜǿ 

participant 
o When adding a new participant to either of the Direct Service 

participant pools, most of these positions also require that the 
participant hold an appropriate clinical 
license. PleaǎŜ ǇǊƻǾƛŘŜ ǘƘŜ Ψ[ƛŎŜƴǎŜ bǳƳōŜǊΩ ŀƴŘ Ψ[ƛŎŜƴǎŜ ¢ȅǇŜΩ ǿƘŜƴ 
adding a new qualified medical provider to either direct service pool. 

Updating the RMTS Participant List by Exporting to Excel, then Importing Changes 

If you have a lot of changes to make, you may find it 

ŜŀǎƛŜǊ ǘƻ ǳǎŜ ǘƘŜ Ψ9ȄǇƻǊǘ ǘƻ 9ȄŎŜƭΩ ŀƴŘ ΨLƳǇƻǊǘ 

tŀǊǘƛŎƛǇŀƴǘ CƛƭŜΩ ƛŎƻƴǎ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ 

participant grid. Always begin with a brand new 

Ψ9ȄǇƻǊǘ ǘƻ 9ȄŎŜƭΦΩ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Leave the Employee ID blank if you 

want the system to assign a unique 

ID number. Otherwise, enter a real 

Employee ID that is unique to this 

participant. 
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Update participants by making edits directly in the Excel spreadsheet as needed. 

¶ Edit any field directly in the spreadsheet 

¶ Use Dropdowns to help select valid choices for each field 

¶ ¦ǎŜ 9ȄŎŜƭ ŦǳƴŎǘƛƻƴǎ ƛŦ ƘŜƭǇŦǳƭΣ ǎǳŎƘ ŀǎ Ψ/ƻǇȅ κ tŀǎǘŜΩ ŀƴŘ {ƻǊǘκCƛƭǘŜǊ 

¶ Make sure all information for all participants is current and accurate for the new 

quarter 

¶ 5ƻƴΩǘ forget to check participant email addresses and Supervisor email addresses 

that may have changed. 

 

 

 

 

Add New Participants by scrolling down to the bottom of the participant list and adding the 
required information to a new, blank row of the spreadsheet. 

¶ Use the drop-down menus to select valid values for accurate information. 

¶ ¸ƻǳ Ƴŀȅ ŎƘƻƻǎŜ ǘƻ ƭŜŀǾŜ ǘƘŜ Ψ9ƳǇƭƻȅŜŜ L5Ω ŦƛŜƭŘ ōƭŀƴƪ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ ǘƻ ƎŜƴŜǊŀǘŜ ŀ 
unique ID for your new participants. 

 

 

 

 

Deactivate Participants by ƘƛƎƘƭƛƎƘǘƛƴƎ ǘƘŜ ŜƴǘƛǊŜ Ǌƻǿ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ 
and deleting that entire row from the Excel file. 

Tip: This is most easily accomplished by clicking on the row number on the 

left-hand side of the spreadsheet to highlight the row, thŜƴ ǳǎŜ ǘƘŜ ΨǊƛƎƘǘ 

ŎƭƛŎƪΩ ƻŦ ȅƻǳǊ ƳƻǳǎŜ ǘƻ ōǊƛƴƎ ǳǇ ŀ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳΦ /ƘƻƻǎŜ ΨŘŜƭŜǘŜΩ ŦǊƻƳ 

the drop-Řƻǿƴ ƳŜƴǳΦ ¸ƻǳΩƭƭ ƪƴƻǿ ȅƻǳ ŎƻƳǇƭŜǘŜŘ ǘƘƛǎ ǎǘŜǇ ŎƻǊǊŜŎǘƭȅ ǿƘŜƴ 

ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ǎŜƭŜŎǘŜŘ ǘƻ ŘŜƭŜǘŜ ƛǎ ƎƻƴŜ ŦǊƻƳ ǘƘŜ 

spreadsheet, and there are no blank row(s) where the information used 

to be. 
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After all changes have been made to your participant information in the Excel file, the next step 
is to import those changes into the RMTS Participant List.  

1. Name and save your file. 

¶ Note there is no special naming convention requirement for the file name. 

¶ We suggest you name the file something that will be helpful and meaningful to you so 
that you can accurately identify the file when you browse for it. 

¶ File names cannot exceed 45 characters in length. 

¶ The file format cannot be changed (i.e. the file must be in the latest version of Excel 
(.xlsx) 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ΨImport Participant FileΩ ƛŎƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘ ƭƛǎǘΦ 

 

 

 

 

3. Lƴ ǘƘŜ ΨtƭŜŀǎŜ ǎŜƭŜŎǘ ŦƛƭŜΩ ǿƛƴŘƻǿΣ ŎƻƴŦƛǊƳ ǘƘŜ ¸ŜŀǊΣ vǳŀǊǘŜǊ ŀƴŘ {ŎƘƻƻƭ 5ƛǾƛǎƛƻƴ ƴŀƳŜΣ 
ǘƘŜƴ ŎƭƛŎƪ ΨBrowseΩ ǘƻ ƭƻŎŀǘŜ your file on your local computer. 
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4. bŀǾƛƎŀǘŜ ǘƻ ȅƻǳǊ ŦƛƭŜ ƻƴ ȅƻǳǊ ƭƻŎŀƭ ŎƻƳǇǳǘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ ΨUploadΦΩ 

 

 

 

 

5. Review the Import Report to verify the changes. This report identifies all changes 

that your upload file will make to your list of participants. These changes are 

detailed in three (3) sections: 

¶ New Participants 

¶ Deactivated Participants 

¶ Upload Changes 

 

 

 

 

 

 

 

 

 

6. Review the changes to make sure that everything is accurate. Then you must 

choose one of the following actions: 

¶ Review: Click this button to export an Excel version of the report for further 

review. This is helpful if you have made a lot of changes and would like more 

time to check that they are all correct. 

bƻǘŜΥ LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘƛǎ ƻǇǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ΨLƳǇƻǊǘ 

{ǘŀǘǳǎΩ ǘŀō ǎŎǊŜŜƴ ƭŀǘŜǊ ǘƻ ΨŎƻƴŦƛǊƳΩ ƻǊ ΨǊŜƧŜŎǘΩ ǘƘŜ ǳǇƭƻŀŘ ŦƛƭŜΦ 

¶ Confirm: Click this button to confirm that the changes in the file are accurate 
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and to process those changes. 

¶ Reject: Click this button to reject the upload file if errors have been found. 

Once an upload file has been rejected, you then need to correct and re-

upload a new file. 

!ŎŎŜǎǎ ǘƘŜ ΨImport StatusΩ ǘŀō ƻŦ ǘƘŜ aȅ tŀǊǘƛŎƛǇŀƴts grid/list view page to check on the status of 
ŀƴȅ ǳǇƭƻŀŘǎΣ ŀƴŘ ǘƻ ŎƻƴŦƛǊƳ ŀƴ ǳǇƭƻŀŘ ǘƘŀǘ ȅƻǳ ŎƘƻǎŜ ǘƻ ƭŜŀǾŜ ƛƴ ΨwŜǾƛŜǿΩ ǎǘŀǘǳǎΦ 

 

 

 

 

 

Certify the Participant List ς Complete Quarter 

When all updates have been completed, and before the submission deadline listed in Section A, 
ŎƭƛŎƪ Ψ/ƻƳǇƭŜǘŜ vǳŀǊǘŜǊΩ ƛƴ ǘƘŜ ƭƻǿŜǊ ǊƛƎƘǘ-hand corner. This will confirm that you have 
completed your updates for the next quarter, and it will lock the system. If for any reason you 
realize you need to make changes after you have already marked a quarter as complete, contact 
the RMTS Help Desk to unlock the participant list for you.  
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4. Managing Work Schedules - Overview 

All participants in your Participant List must be linked to a Work Schedule that accurately reflects 
their scheduled workdays and ǎƘƛŦǘ όǎǘŀǊǘ ŀƴŘ ŜƴŘ ǘƛƳŜǎύΦ ¢Ƙƛǎ ƛǎ ŘƻƴŜ ƻƴ ǘƘŜ Ψaȅ tŀǊǘƛŎƛǇŀƴǘǎΩ 
page, following the instructions earlier in this handbook. This section describes how to configure 
or define the work schedules for the RMTS system, so that it knows when participants linked to 
ǘƘŜ ǎŎƘŜŘǳƭŜ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ ōŜ ǊŀƴŘƻƳƭȅ ŀǎǎƛƎƴŜŘ ǘƻ ǊŜǎǇƻƴŘ ǘƻ ŀ ΨƳƻƳŜƴǘΦΩ 

Prior to each RMTS quarter, you will complete the following tasks: 

1. Annually, enter your School Division (division wide) calendar ς days and shifts 
2. Quarterly, determine if any new Work Schedules are needed and create them if needed 
3. Quarterly, Enter or Edit Work Schedules as needed ς days and shifts 
4. Review system-generated reports to ensure the accuracy of your Work Schedules 
 
Work Schedule calendar information is managed in the School-Based Claiming section of the 
system:  https://chcf.net/chcfweb  

Key Concepts for RMTS Calendars 

Calendar Hierarchy:   

 The calendars work in a hierarchical order. This means that the schedule information that 
is entered into the system for the School Division calendar will be used to pre-populate the Work 
Schedule level calendars. School division-wide holidays and non-working days should be entered 
into the School Division calendar first, then when Work Schedule calendars are generated 
afterwards, they will be pre-populated with the School Division holidays and days off.  But this 
only works once, at the exact time that the work schedule is initially generated for the year. 

 

 

 

 

 

 

  

https://chcf.net/chcfweb
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Global Calendar Information Section:   

The information displayed in the top section of the calendar screen is global information that 
applies to the entire calendar. So, if you change the Weekends setting to be Moment Days, that 
change will apply to the whole calendar. Likewise, if you change the Start and End times in this 
top section, that change will apply to every working day in the calendar that has not been 
configured to a special/modified shift. 

 

Detail Calendar Information Section:   

The information displayed in the bottom portion of the calendar is the detail or daily 
information. To work within this section, you will click on specific day(s) which you wish to edit 
(the color of selected day(s) will change to blue) then click on the action button to the right to 
make modifications to the selected days.  You can select specific days to  

¶ Mark as Working Days 

¶ Mark as Non-Moment Days 

¶ Modify Shifts (to change the start and end times for the selected days) 

 

 

 

 

 

 

Action 
Buttons 
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Create New Work Schedules 

Review your participants and the scheduled hours that they work. Group participants together 
by common work schedules, not necessarily by job title or work location.  For each Work 
SŎƘŜŘǳƭŜΣ ȅƻǳΩƭƭ ŎǊŜŀǘŜ ŀ ²ƻǊƪ {ŎƘŜŘǳƭŜΩ ƴŀƳŜ ƛƴ the system.  That name will then be used on 
your list of participants to match your participants to their correct Work Schedule so that the 
RMTS will select random moments for participants on dates and times when they will be 
working. 

From the left-hand naǾƛƎŀǘƛƻƴ ōŀǊ ǎŜƭŜŎǘ Ψ{ŎƘƻƻƭ 5ƛǾƛǎƛƻƴΩ ŀƴŘ ǘƘŜ ǎŎǊŜŜƴ ōŜƭƻǿ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ 
Click on the hyperlink for the School Division Name. 

 

A list of all the current Work Schedules, if any, will be displayed on the next screen.  To 

add a new Work Schedule, click ƻƴ ǘƘŜ Ψ!ŘŘΩ ƘȅǇŜǊƭƛƴƪΦ  

 

9ƴǘŜǊ ŀ ƴŀƳŜ ŦƻǊ ȅƻǳǊ ǿƻǊƪ ǎŎƘŜŘǳƭŜ ƛƴ ǘƘŜ ΨbŀƳŜΩ ŦƛŜƭŘ ŀƴŘ ŜƴǘŜǊ ŀ Ψ{ǘŀǊǘ 5ŀǘŜΩ ŀǎ ƻŦ ǘƘŜ ŦƛǊǎǘ 
Řŀȅ ƻŦ ǘƘŜ ǉǳŀǊǘŜǊ ǿƘŜƴ ȅƻǳ ǿƛƭƭ ŦƛǊǎǘ ǳǎŜ ǘƘƛǎ ǎŎƘŜŘǳƭŜΦ ¢ƘŜƴ ŎƭƛŎƪ Ψ{ŀǾŜΦΩ 

 

 

 

 

 

 


























































